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sl

Dial 3500 or press [MESSAGE/INBOX
z Enter mailbox number, Press #,
g Enter default password, Press #
-l
Follow instructions below to change your password and
record your name,
Your default Password is "1 2" + your mailbox
New Password can be 4 - 16 digits long
0l Cannot be your extension, single digit repeated or
=5 conseculive digifs
52 Press 84
9 I Enter Old Password and #
% % Enter New password and #
W Enter New Password again and #
(System will ask you to change password in 365 days)
Press 4 to go to another activity
Press 829
@ Press §, wait for tone
Bz Record name, press #
e = Press 2 to listen to name
i g To re-record press 5
> Press 4 to go to another activity, or 83 fo Log Out

Dial 3500 or Press [MESSAGE/NBOX| key and

From your extension — Press #, password, #

From a shared extension or another desk — YOUR mallbox, #,
password, #

Outside the building ~ Dial 871-3500, mailbox, #, password, #

Log into your Mailbox

Press 82 and enter one of the foliowing:
1 —~ For External Greeting

2 — For Internal Greeting

3 —For Temporary Greeting

Press -

5 — begin recording, #to step
2~ to playback

76 — o delete or

#-to approve

4~ to exit

Temporary Greeting

To set Expiring Date and Time

Press 9 — enter Month and # Date and #, Time and #
Press # only for current month or day

Press ###1o set no time

Press 4 — to exit

sz

Press 2 te listen to message
To stop, press #

To resume piayback, press 2
To skip forward, press 3

To skip backward, press 1
To delete, press 76

1% WIMESSAGES
To hear next message, press 6 & 2 to play
To hear previous message, press 4 & 2 to play

. Torestore, press again while still in the same voice
mail session. (note: if you log out, the message is lost)

Li sage, pre
Enter mailbox number plus #, # again
Press 5 to record introduction

Press # te end recording

Press 79 to send

Press 83 to log out

CR )
L.og in, press 855
Enter list number (1 to 99), then press #

Press 5 to start entering addresses

Enter maithox numbers pius #, #again when finished
Press B3 to log out.

Enter mailbox number plus #, # again
5 —to record, #to end the recording
79 -tosend

TAGGINGOR S
After composing a message, Press 70
1 — Urgent

4 — Private

5 — Acknowledge

6 — Timad Delivery

then press 79 - to send

EX ING

Leave a message to another maithox without logging in
Dial 3501 or 871-3501 {outside the system)

Enter majlbox number and #

Say your message at tone

P
82 Greetings - External, Internal, Temporary, record name
83 Log Off
84 Password
855 Create Distribution List

70 Message Options — Urgent, Private
71 Reply

72 Play Envelope

73 Forward

75 Compose

78 Delete

78 Send




